MEPS PROCESSOR SCHEDULING

RECRUITER:

Initial selection of MEPS Processing remains the same

¥Yalid values for Type

Find |

Initial selection of Request to be Scheduled remains the same

?lFZj:FnﬂFiequest ta be Scheduled® |




Upon selecting Request to be Scheduled, a new window appears

Insert the date you will have the applicant process

Click in Hotel if you plan on the applicant staying the night before at the hotel

Select the type of Physical (if applicable) and only one type noting Same Day Processor
has been added to the choices

Select any Special Test you may want the applicant to take

Select DEP if that is also planned

Note that you now may also select No Physical Needed and request schedule for only a
Specia Test and/or DEP

Click the Schedule button after completing the information
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Upon clicking the Schedule button, a remarks window opens up for the user to input any
other informational notes
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MEPS:

MEPS still locates requested schedule applicant s under their filter

Upon entering the Record Actions, MEPS still selects the next available line to continue
scheduling and selects Schedule then OK

Upon clicking OK, the new scheduling window opens revealing the information selected

by the recruiter
If no information has changed, MEPS clicks the Schedule button to confirm the request
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Upon clicking the Schedule button, a remarks window opens up allowing the MEPS to
make any comments they wish
Click OK and then save to complete the transaction
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M EPS PROCESSING CHECK IN PROCEDURES

This process only works under the MEPS bucket L eads Select screen
This process will work by locating an applicant under any of the MEPS lead filters

| i TAMPA MEPS BUCKET

L1l 3| # |
Filter Applications by application status
£ ASVAB Ifiequesis £ Cancellaions ¢ Document Suspenses All Open Applicants < Med Read Request
€ Physical Pequests ¢ 0C's Due  Security Clearances ¢ OPM Beceipts £ ed Bead Submitted
" Processing Requests © Procassars  © Shippers € Confirmed EADs " DEP'ed Applicants
€ Q&% Applicants | Apply Filter
Applicant 5 o » :
SSAMN Last Mame First Mame Program Projacted EAD Actual EAD .
248577859 Hanens Fory NFS 06 hay 2003 =
107761883 Menke Shane MNPE 14 0ct 2003
[ |[#65597268 | [Mcsweeney JPavicJ[Res. i
4346992448 Srrith Anclrew MNPE 01 Oct 2003
595663059 Dearth Darid MNFS
287725873 Tedesco Erin oTs B
261933663 Lopez David 0Ts
591309103 Bringle John MNPE 19 Aug 2003
596185651 Troche Louis MNPE 05 Aug 2003
||5a1320058 Edwords Paul NPS . o~
‘Worklow—> | Documentation—> | EAD Gorimedl | | EERDiEeee | P Al R |
Fiecord Actions —> | Work Applicant —> | EAD Uneanfim I e |




Upon locating the applicant, double click on that applicant

Double clicking will open a new Tracking window

The Processing Date will be prepopulated

In cases of multiple MEPS Processing times, all date events will display in the list

Click to populate if the Hotel, Dinner, Breskfast, Lunch, and/or Govt Transportation are
applicable

If Hotel, Lunch, and/or Govt Transportation is applicable, insert the value of these
services

Click Save to save the transaction

At any time after saving, this window can be reopened through the MEPS bucket to make
any necessary changes

i CHECK_IN
Frocessing . Gowt
Date Hotel Cost  Dinner Breakfast Lunch Cost Trans Cost
26 Jun 2003 IV | ¢75.000 [+ Iv $5.00| Iv $22.00
r | = r [ | m |
u ] § | u § | ] H R
| | | { | | { | | |
o [ o [ { |
Save | | =

Cancel




